
 
ZONING ADMINISTRATOR 

 
JOB SUMMARY 

 
Interprets and enforces zoning regulations and ordinances to ensure the safety of life and 
property and compliance with codes and ordinances adopted by the Town.  Assists the general 
public with land use regulations.  Also serves as the Code Enforcement Officer for the Town. 

 
SUPERVISION RECEIVED 

 
Performs assigned functions independently under the general supervision of the Town 
Administrator. 
 

SUPERVISION EXERCISED 
 

Exercises some supervision over support staff. 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

(The listed examples are illustrative only and may not include all duties found in this 
position.) 

 
Responsible for interpreting codes and ordinances adopted by the Town relating to zoning, 
building and housing.  Explains and assists the public in understanding Town ordinances and 
procedures.   
 
Conducts inspections to ensure that all State and local laws and regulations are adhered to in 
relation to zoning, building, and planning, takes action as required to correct violations.  
Routinely patrols the Town to view potential zoning and code violations. 
 
Provides technical assistance to the Zoning Board of Adjustment and Planning Board.  
Works with the Zoning Board of Adjustment in overall coordination of the Zoning activities 
of the Town.  Attends Zoning Board of Adjustment meetings. 

 
Performs on site field inspections and investigates to determine compliance with land use and 
zoning ordinances.  Issues violation notices where non-compliance is discovered and advises 
the Board of Selectmen of any orders and subsequent action. 
 
Determines action to be taken against violating sources.  Prepares reports, recommendations, 
and actions.  Determines applicability of statutes, codes and regulations.  Authorizes issuance 
of citations or directives for compliance. 
 
Maintains accurate records of field inspections, reports, meeting results and correspondence 
relating to enforcement issues. 
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Participates in legal action against violators.  Schedules and conducts hearings.  Testifies as 
an expert witness in court.  Reviews and evaluates prepared drafts of legal cases. 
 
Studies new materials , regulatory requirements, methods, etc. in order to determine 
applicability and conformance with Town standards; prepares new legislation and ordinances 
in order to be consistent with current developments in zoning enforcement and land use. 

 
Maintains current knowledge of Town Ordinances, as well as state laws relative to zoning 
and land use. 

 
Performs other related duties as assigned. 
 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED 
 

Thorough knowledge of State laws and Town ordinances, regulations, policies and 
procedures pertaining to zoning and code enforcement.  Ability to read site plans, and tax 
maps, ability to plan and exercise judgment in resolving new or changing problems, ability to 
formulate decisions and maintain records of the department’s operations; ability to prepare 
comprehensive studies, analyze problems, prepare and present technical and statistical 
reports, and formulate recommendations; ability to negotiate and resolve disputes effectively; 
ability to communicate effectively, both orally and in writing.  Ability to explain and instruct 
the general public, employees and other Town officials regarding zoning ordinances and 
code enforcement requirements.  Ability to establish and maintain effective working 
relationships with Town and regulatory officials, departmental employees and the general 
public. Must be computer literate, experience using GIS preferred. 

 
MINIMUM QUALIFICATIONS REQUIRED 

 
Bachelor’s degree in Business Administration, Architecture, Engineering, or related field 
plus five years experience in the zoning, code enforcement, engineering, construction, 
building or related fields; OR any equivalent combination  of education and experience 
which demonstrates possession of the required knowledge, skills and abilities.  Must possess 
a valid driver’s license. 
 
Must have a good working knowledge of computers.   At a minimum must be proficient with 
Microsoft Office, including Excel and Word.  Must have a working knowledge of GIS 
systems. 
 

PHYSICAL EXERTION/ENVIRONMENTAL CONDITIONS 
 

Considerable physical effort required in walking, standing and climbing while performing 
inspections and investigations.  Work is performed under varied conditions, involving some 
disagreeable factors, such as climatic conditions, dirt and dust, uneven terrain, and exposure 
to normal construction hazards while reviewing projects under construction. 
 
  


